APPLICATION FOR RECORDS RETENTION SCHEDULE | OFFICE OF THE SECRETARY OF STATE

RECORDS MANAGEMENT DIVISION

INSTRUCTIONS See Publication No. 76—RM—1 for instructions on completing this form. Forward Stgned onginal to

Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334
Attention: Scheduling Section.

3. Actlon Requested
. XX Establish Retention Schedule; record will continue to accumulate,
b. 1 Dispose of present accumulation; no further accumulation anticipated.

c. [0 Amend Application No. o Check One: [J Change; {3 Supercede; O Void 1
4. Dates of Series 5. Records Series Title (followed by title used in office, if different)
Earliest Latest

1970 [ To Date 0ffice of Programming - SubJect Files

6. Dlwslon and Offloe Functnori What is the function of the Dwnsnon and the Offlce in whlch this record series is created?

The Office of Programming is tc develep, produce and maintain 2 transportetion
Construction Work Program as required by the Georgia Code (Title 95A) of Public Transpor—
tation, Georgia Action Plan and all applicable federal laws {23 U.5.C.; 33 U.S.C.; P.0.
92-500) and secure funds from the Federal Highway Administration as necessary to carry
out the functions of the Construction Work Program. and secure funds from the Federal
Highway Administration as necessary to carry out the functions of the Construction Hork
Program. There are certain funds set aside by the State Legislature, Georgia Highway
Authority and the Department for state funded projects and the Office of Programming is
charged with keeping track or a records of these projects and their expenditures. R

FOR AGENCYUSE | 1. Agency Address : FOR RECORDS MANAGEMENT USE
Application Date Depar'tment of Transpo rtat1 on Application Number

August 15, 1983 | No. 2 Capitol Square, Atlanta, Georgia EES A- iEE»L+
Application Number Office of Progran‘mi ng in Division of Date Received _ Date Completed ..
- b P1an21_ng & Programming o AUB 2 5 1983 | NOV D 1983
2, Person to COntact Workmg Title Telephone Number
IR Reba Scott. - ' Admind c.t.r__t_J_ve“ Secrﬁtam . 656_.‘_—5—321)‘.—;? .

7. Record Series Description This file contalns the following documents finclude form numbers and titles, if any):
Attach samples of the file.
Documents relating to: the construction of roads, bridges, airports, Mass Transit projects,
speeches, Monthly Departmental Reports, Billings, Research, General
Correspondence. v
Included are: Budget Material for Programming; Expense Vouchers for Employees in

Programming; Speeches by Programming Employees; Correspondence with
Local Governments, Elected Officials; Board Members; Personnel
Correspondence on Programming Employees; Interdepartment material
from De§ign Units; Policies and Procedures for Programming; Reports;

File is arranged: Files are arranged a1phabét1ca11y by subject.

8. Monthly Reference Rate How often are records referred to which are: T _ T
One to six months old _Pﬂl_-yﬁ_ Seven to twelve months old ___Egek1 Y ; Thirteen to twenty-four months old _VEEl?_”i,-
twentyﬁf:ve months and older Various, ‘ '

9 Annual Rate of Accumulation of Reot_)rrds 7 _ ,
Lettdrsize drawers _ 1 _;Legal-sizedrawers 1 ;Shelves ___ =0=_:Other (specify)

AR—-50-71; Rev.76 . {Over)

T



| YES | NO_| ,170._ Questionnaire (F;ialce' an X" in the proper column} s
XX . Is this the official copy of the series? .
__ £ not, where is it? _ o : : .

3
XX b. Deces the series contain confldentlal information requiring securltv handllng? If yes, cite law or regulation,

i
"

_ — [ R B s P S

L__1XX | e is this a vital record?

c
XX d. Does this series have historical or long term research value7

e. When one or two documents in the file make it necessary to keep the entire file for along penod could these
documents be scheduled separately? '

XX _. _f. Is the informatign contained in_this series ever Dubllshed7 If yes, attach copy,

: g. 1s the information contained in this series ever analyzed and/or recorded in a summanzed report?
XX | _ _If.yes, attach copy.

h Is there a duplication of this series in your office, or in another office or agency? ’ ( i
| XX|] | i1fyes. where? General Accounting Offices; Central Files; Personnel St l L
IXX | i, 1s this series for a major portion of it} reqularly microfilmed? o
A 0.9 9 I es the record serjes ré i er printout?
11. Retention Requirements The following requires the series to be kept:
a. State Law . years. - d, Audit period years,
b. Statute of limitation _— ... .__years, e. Administrative need —_—— Z,w,,_“_vears.
¢. Federal law - years. f. Federal retention instructions years.

Attach copy or excert of laws or regulations. Expla:n administrative need.

To be able to refer back to them for information to assist in prodUC1ng on-going surveys,
and extract information for survey request from publishers such as BETTER ROADS, AASHTO,
ENGINEERING NEWS, etc. in order to project funding for 1ong range progect10ns. '

12. Appfoved DISpOSItIOh Instructions .This agency recommends that thg file serie_s be cut off at the end of each_:
‘A XCalendar Year; O Fiscal Year; O Other _ then,

O Hold in the current files area mdnth(s) e _. . year(s); then
O Transfer to local holding area; hotd _— o _year{s); then

XX Transfer to State Reoords Center; hold __Z_ﬁyear(s) then

XA Destroy. '

O Transfer to State Archives for permanent retention,

O Other (Specify)

These instructions apply to all prior and future accumulations of the series.

| Agency Head/Designee (S:gnature) — Date Records Managgment Officer (Signature) ISate__ _

AN | i [k, g8 Lot 7, v/i3

State Records Committee (Signature) o 'Date

RecoYhmendations in para- T - -
graph 12 are approved. State Auditor/Designee

{If disapproved, attach letter

of explanation.) Ecretary of State/Designee 4 Aot A Ykt b | ' , | '1/ 35}'3

Attorney General/Designee y - 35— ‘Z, {527
AR-50-71; Rev. 76 {Reversa Side _ B

e - . — . o e ———— - - - B T —— B ——




